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	This form should be completed for all purchases of goods and/or services to a single supplier over £1,000.00 where single source action is proposed. It should be sent to the Commercial Team (Commercial@insolvency.gov.uk) who will take the relevant actions and log the single source justification accordingly.





	Requestor Details

	Name
	


	Grade, Job Title and Business Unit
	C2 Operations Delivery Manager, Estate Accounts and Scanning, Birmingham 

	Estimated Value
	

	Date
	17/05/2022



	Description of Goods and/or Services required

	[bookmark: _Hlk522791309]This single source form has been generated to cover the Consolidated invoices for postage costs across The Agency.




	Type of Purchase (tick appropriate)

	One Off Purchase
	☐
	Repeat Purchase
	☒
	Repair
	☐
	Other (please specify below);
	☐
	






	Justification (tick appropriate)

	Sole Source Supplier
	☒
	[bookmark: _Hlk522796089]Sole Source (Artwork/ Tooling)
	☐
	Urgent Order
	☐
	Standard Site Equipment
	☐
	OEM Repair
	☐
	Only Accredited Source
	☐
	Other (please specify below);
	☐
	






	Explanation (This section MUST be completed – please attach supplementary information if necessary)

	Details of the requirement

	
The requirement covers the Consolidated Royal Mail invoices needed for postage costs across The Agency. 






	Business considerations

	
N/A





	Dependencies on other projects/programmes

	
N/A – Agency Wide 





	Do nothing implications

	
Agency operational correspondence with customers would no longer be possible 




	Other options considered / reasons for discounting

	

No other provider can provide this service. 




	Other issues

	






	Justify preferred supplier

	
No other supplier on the market that can provide this service.






	Cost breakdown

	

Budget information from the FBP team.





	Benefits

	
We can use a postal service and receive and despatch correspondence across The Agency.





	Terms and Conditions used – Supplier or DBS (if supplier please embed)

	
Supplier Terms and Conditions apply










	Approvals

	Single Sourcing Recommender

	Name
	


	Role / Grade
	
C2 Operations Delivery Manager

	Signature
	

	Date
	17/05/2022


	By signing this recommendation, you are declaring that you have no personal or financial interest in the award of this Single Tender Action (STA).



	[bookmark: _Hlk522794801]Approver (Budget holder with appropriate authority level)

	Name
	


	Role / Grade
	Head of EAS


	Signature
	


	Date
	
17/05/2022

	By signing this recommendation, you are declaring that you have no personal or financial interest in the award of this Single Tender Action (STA).




	[bookmark: _Hlk522796676]Commercial Approvals

	Initial Review

	Accept or Challenge?
	

	Comments

	






	Second Stage Review (if required)

	Accept or Reject?
	

	Comments

	






	Buyer Approval (with appropriate level of STA approval authority)

	Name
	


	Delegation Level
	

	Signature
	


	Date
	


	By signing this recommendation, you are declaring that you have no personal or financial interest in the award of this Single Tender Action (STA).


	ANNEX A - Guidance on Single Tender Action

	The use of single tender action (inviting only one supplier to bid rather than inviting multiple bids from more than one supplier) will not normally be allowed unless there is full justification that can be robustly defended. Such justification may apply in exceptional circumstances, for example where:

· the requirement can demonstrably be met only by proprietary or specialist equipment 
· the requirement can demonstrably be met only by a single available entity with extremely niche skills 
· there is no legal provision within the existing contractual arrangements to extend them for a sufficient period to allow a competition to be completed 
· to protect the IPR of the product being sourced
· there are simply no alternative sources of supply 

Time pressure by itself is not normally adequate justification for STA. This is particularly so where a contract comes up for re-tendering towards the end of its life: competition should be planned for in ample time, among other things, to avoid any pretext for STA; and should be conducted in accordance with public procurement law. 

In cases where STA is used it may be given procurement approval only within delegated limits. There must also be a record on the procurement or e-sourcing file, or held in electronic storage media:

· explaining the justification 
· stating who approved the action 
· stating that no personal or financial interests are involved 
· demonstrating how value for money is being assured in the absence of a competition 
· showing details of how the decision can be defended in the event of a challenge or complaint of unfair competition 
· where appropriate describing 'lessons learnt, indicating how the need to raise similar STAs can be avoided in the future 

	ANNEX B – Guidance on Value for Money 

	 The following document contains further guidance on how you can achieve value form money. It is YOUR responsibility to ensure you are familiar with this guidance before submitting the single source justification.





If you require any further information, please consult the Commercial Team. 
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For action: Call off PO value - Royal Mail - Postage

		From

		Sally Brenton

		To

		Sarah Nugent

		Recipients

		Sarah.Nugent@insolvency.gov.uk



Hi Sarah,





 





As promised, here is the information to support the proposed value for the 22/23 Royal Mail – Postage costs.





 





My approach to reviewing the expected spend has been to:





 





1.	Review the 21/22 spend using the General Ledger


2.	Review the contract we hold using the INTEND system 


3.	Consider the £s/p values obtained in steps 1 and 2 and look to estimate a ‘potential spend’ value for 22/23 allowing a contingency, where it feels appropriate to do so





 





Calculation explanation





 





21/22 spend on this service appears to be £72,226.





 





Propose 22/23 estimated annual spend should be based on 21/22 actuals + 10% contingency to allow for price increases = £79,449.





 





Review of INTEND: Unable to locate a copy of this particular Royal Mail contract (only the contract for PO boxes appears under a search for Royal Mail).





 





In Summary





 





Proposed amount for PO - £79,449





 





Kind regards





 





Sally





 





Sally Brenton | People and Capability (P&C) and Shared Contracts Finance Business Partner | Finance | The Insolvency Service – Delivering economic confidence 





sally.brenton@insolvency.gov.uk | Cobourg House, Mayflower Street, Plymouth, PL1 1DJ | M: 07970 301792 | L: 0303 003 1396 | Twitter  @InsolvencyGovUK  | Web www.gov.uk/insolvency-service





 





Intranet Link: How do I - Finance Guidance





 





Working pattern: Monday – Friday Flexed Hours
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(VfM) Policy


Value For Money (VfM) Policy
Value for money 

This policy is effective from July 2016 and supersedes previous policy.

Introduction

All public procurement of goods and services, including works, must be based on Value for money (vfm), having due regard to propriety and regularity. Value for money is not about achieving the lowest initial price: it is defined as the optimum combination of whole life costs and quality.



The National Audit Office (NAO) defines vfm as being ‘the optimal use of resources to achieve intended outcomes’.



Definitions

It’s not about minimising costs; it’s about maximising the benefit from goods and services using the resources available.



Achieving value for money can be described in terms of the three es:



· economy - careful use of resources to save expense, time or effort

· efficiency - delivering the same level of service for less cost, time or effort

· effectiveness - delivering a better service or getting a better return for the same amount of expense, time or effort



Besides these three ‘e’s, a fourth ‘e’ is applied in some places:

· equity: the extent to which services are available to and reach all people that they are intended to – spending fairly.  Some people may receive differing levels of service for reasons other than differences in their levels of need.

For example:

· the cost and level of provision of a service is more for one group of people than that for another group of people with similar needs

· some people cannot reach, see, hear or use a service

·  the service may be unsuitable for some people’s specific needs

· a service is provided in a language that some people do not speak or terms they do not understand

· some people are unaware that the service is available to them



A way to increase performance, in the three es, can be through continuous improvement.



Continuous improvement 

Continuous improvement is about constantly trying to improve the way you work. It is a step-by-step approach that can help you review how you work now; explore areas in which there might be scope to improve in terms of quality and efficiency, and improve the services offered to customers.

The Continuous Improvement Unit (CIU) can help your team using various tools and techniques. 



Structured cost reduction planning 

Business areas are responsible for identifying and taking forward business improvements that will help the department achieve its goal of structured cost reduction. In other words, they are responsible for looking beyond immediate short-term savings and thinking more radically about how to make improvements that support cost reduction in the longer term.



Directorates, units, sponsor bodies, agencies and others undertaking frontline duties must give explicit consideration to how they spend money against what they deliver so that they can identify opportunities for improving value for money. In order to do this, they will need to clearly prioritise what matters most, based on an accurate, realistic assessment of the cost, the benefits and the risks of the options.



Departments must achieve structured cost reduction based on robust and proven processes. Structured cost reduction guidance is available under related links.



Further information

The National Audit Office (NAO) has produced a paper highlighting the key issues that public bodies should consider when facing the challenge of adopting a more structured approach to cost reduction. A link to the NAO website can be found under related links. Alternatively, a summary of the structured cost reduction paper, produced by the Value for Money team, can be found under related links.



Contact

For any further advice or guidance, please contact the Assurance & Planning Lead in the Financial Planning Unit.

Related external links

National Audit Office - structured cost reduction

Managing Public Money

Financial Planning Unit - directory listing

Email: Trevor Birchall

Email: Caroline Newton
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